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21 Decembar 1964

MEMORANDUM FOR: Chief, Administrative Staff, CR
SUBJECT : Quartegly Economy Report
REFERENCE : Your njermorandum dated 6 November 1964;

Subject] Guidelines for P:f;mration of
Quartetly Kconomy Report

A. New Economies ﬁffgcted.

1. The DARE $¥stem of reproducing copiet of the first
pages of information’ :#pﬂ‘tﬁ in llau of the type-fi hibﬁogxaphies
ox multilith mats for the iltauoiax cards was put info effect gn
2 November 1964, A sayipgs in the typing of myitilith mats and
repraducing them in PED Ras been realized, altﬁaugh the added
chore of reproducing the DARE images tends to offset the PSD
savings. However, the infellofax cards should be prepared rmuch
quicker now and the files vill be more currept. The Document
Divisjon bas also realized a savings by the sharp decrease in the
need for title expansions a;nd the writing of abetracts.

2. The Division sust gimnlad a T/O cut of four {4) positions
{two €8-9's, one GS-6 and one GS-4) for F'Y 1965. The two
GB-9's were required for the indexing of mn-Ch cables which
w&t stopped in Septembey o 1964. The lack of xmnesta for
these cables from the Libgary collection did not warrant continuing
this project. With the incyessed efficlency attalned in document
proceéssing, the Division was able to absord the balance of these
cuts with little or no change In services.

3. Specific sexies af oreign documents were identified pe
information reports and transferred from Pu‘blica.tiam Sectian to
the Reposts Section. Thig hae epsed the workloed hg the Publications
Section and at the sazive tig1e resulted in more efficient ; prcme: s8ing
of this material.
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Economies in Process:

The duplication of dispemination of certaln overt-type
publications between Acquisitions Braach of the CIA Library
and the Publications Sectipn of the Document Division is unda:

stedy with & view of @! ting this duplication by having all copies
of the same document rectived and disseminated at one poiat.
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Chisf, Document Division
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